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Specifications and Instructions for Reproduction 
Of Alabama Withholding Tax Coupons 

 
The Alabama Department of Revenue offers a free on-line service for filing withholding tax returns. This service 
includes a bulk filing option for tax preparers. The Department’s web site is www.revenue.alabama.gov.  
With prior approval, the Alabama Department of Revenue allows employers, withholding tax agents, tax filing 
services, and other vendors to reproduce withholding tax coupons.  The forms must be cut to the exact size as 
described in these specifications.  All variable data fields (name, address, period, account number, date, etc.) must be 
completed and correct.  Before permission is granted to reproduce such coupons: 
 
For Tax Filing Services, Withholding Agents and Other Vendors:  
 
Sample coupons must be submitted for review. Forms and variable data must be in the same font as the 
sample forms.  Forms submitted for approval must be a separate submission from those submitted to pay withholding 
tax.  Forms must be mailed, facsimiles are not accepted.   
      

General Instructions 
 

     Punctuation such as periods, commas, dashes, colons, parentheses, slashes, etc., must not be used in the 
reproduction of withholding tax coupons.  If there is an apostrophe in the legal name, omit it, but, do not add a space.  
If there is a hyphen in the legal name, substitute it with a space.  If the legal name contains the word “and” the word 
“and” must be written out, do not use an ampersand or a plus sign.  If “.com” is part of the legal name, replace the “.” 
with a space. Abbreviations, numerals, plus signs, and dollar signs may be used only if it is part of the legal name.  If 
the legal name contains a numeric “0” or an alphabetic “O”, the appropriate character must be used.   If the legal 
name begins with the word “The,” move it to the end of the name or delete it.  Individual owners should use last 
name, space, first name. 
 
     The Department of Revenue utilizes an automated system that compares the name and account number shown on 
withholding tax coupons to the name and account number on file in the Withholding Tax Section.  All spaces, 
abbreviations, and other data must match exactly to departmental records.  Any discrepancy, even a single digit, will 
cause the coupon to be rejected.  The Department mails preprinted coupons to all active withholding tax accounts that 
file by mail.  These coupons can serve as a guide to insure accurate reproduction of your coupons.  See attached 
samples.   
 
     You must provide the name and phone number of a person we can contact in case we have questions regarding 
your submission.  Information should be mailed to:  The Alabama Department of Revenue, Withholding Tax Section, 
P. O. Box 327480, Montgomery, AL 36132-7480. 
 
Note: The user is responsible for assuring that the variable data on their forms (name and account 
number) is correct. If this information is incorrect or omitted the return will not be accepted and will 
therefore, be subject to applicable penalties. 



This information can be verified by referencing the coupons provided by this office or by contacting 
the Withholding Tax Section at 334-242-1300 or by faxing this office at 334-242-0112.  Information 
may also be verified by submitting a list of clients by mail or by fax to the Department.  This list must 
include employer name, account number and federal identification number. The list, with corrections, 
will be returned to you.   

 
Withholding Tax Forms 

 
Form A-6 Monthly withholding tax return required of all withholding agents who have withheld more than one 
thousand dollars ($1,000.00) in either the first or second month of the quarter. Monthly returns and tax withheld are 
due by the 15th of the month following the month in which the tax was withheld. Form A-6 should cover only one 
month and is required only for those months in which the tax withheld in that month exceeds one thousand dollars 
($1,000.00) however, a return may be filed, voluntarily, in a month in which less than one thousand dollars 
($1,000.00) was withheld. 
  
Form A-1 Quarterly withholding tax return required of all employers or other withholding agents who are 
registered with the Department. The return and tax withheld are due by the last day of the month following the end of 
the quarter. This return must be filed even if no tax has been withheld.   
Payment due on this return is the amount due for the quarter less any previous amounts remitted with Form A-6. 

 
Penalties 

 
     Completed forms and payments must be postmarked on or before the due date in order to avoid delinquent 
penalty and interest charges. Code of Alabama 1975 Section 40-2A-11 provides for the following penalties: 1)  for 
late filing of a withholding tax return ,10% of the tax due on such return or $50.00, whichever is greater. 2) for late 
payment of withholding tax, 10% of the tax due. In cases where both the return and payment are delinquent, the two 
penalties should be added together and shown as one figure. Interest is computed at the rate applicable to federal tax 
deficiencies and is subject to change each quarter. Returns without a proper name or account number will be 
considered never to have been filed and subject to the applicable penalties listed above.  

 
How and Where to Apply 

 
      For more information concerning the reproduction of Alabama withholding tax coupons, you can call the 
Withholding Tax Section at (334) 242-1300, fax your questions to (334) 242-0112, or view our web site at 
www.revenue.alabama.gov. The department web site also contains information on filing electronically by using the 
free on line service and information on bulk filing. 
 
     Under current Alabama law only taxpayers who are remitting taxes electronically (either because they are required 
to remit electronically because they meet the EFT threshold or whether doing so voluntarily) are required to submit 
an electronic return. However, pending legislation may soon require most withholding tax payments and returns to be 
submitted electronically. 

 



 
 
 
 

 
 

Coupon Specifications 
 

Dimensions:       Height 3 2/3”      Width 8” 
 
Paper:                 Forms must be printed on 24# / 60#  paper with a vellum finish backing. 
 
Color:                 White  
 
Content:             On Forms A-1 and A-6, the name of the authorized printer of the form must be shown 
                           in the upper right portion of the form in 6 point type, printed vertically not more than 
                           ½ inch from the right edge, not to exceed 10 characters.  Abbreviate if necessary. 

  
   On Form A-3, this information should be printed below the signature line.  All other  
   wording, symbols, numbers, line descriptions, print size, boldness, etc. must match  
   official forms printed by the Department. 

 
 
Print Type          Courier font  Point Size 12 
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